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➢ To sign into the supplier portal, please enter your user ID and password and 

confirm with „Login“
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Login Supplier Portal
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➢ Under „New“ you will find the list of new qualification requests 
that were sent to you by the purchaser
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Qualifications – NEW (1/7)

➢ Under „New“ you will find the list of new qualification requests that were sent 
to you by the purchaser

➢ If the deadline for the qualification response is about to expire, a reminder will 
be sent to you via e-mail a day before

➢ Simply click on the qualification request to answer it
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➢ Open the qualification request, follow the different sections of the questionnaire 

and answer the questions

➢ Do not forget to save your answers

➢ In order to upload attachments (e.g. a code of conduct or certificates), just click 

on the following symbol, search for your files and complete the process via the 

„Upload“ button

➢ All data types (up to 40 MB) are allowed, except for .MSG, .XLSM, .DOCM and 

.EXE
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Qualifications – NEW (2/7)
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➢ In the case of certificates, also enter the issuer of your certificate and the validity 

with the help of the calendar function

➢ The comment box can be used for manual entries if required

➢ Finally, agree to the data privacy statement, which can be accessed via the blue 

link and submit your qualification response to the purchaser
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Qualifications – NEW (3/7)
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➢ Under „In Process“ you will find a list of qualification requests that have 

not been processed completely and therefore have not been sent back 

to the purchaser as a qualification response
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Qualifications – IN PROCESS (1/1)
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➢ As soon as your qualification response is sent to the purchaser, this 

qualification response will appear in the list of submitted qualifications 

under „Submitted“
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Qualifications – SUBMITTED (1/1)
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➢ After your qualification response has been sent to the responsible 

purchaser, your qualification response will be either approved or 

rejected or sent back to be clarified if it is incomplete or not answered 

clearly

➢ The list of qualifications that were sent back to be clarified can be found under „To 

Be Clarified“ and have to be reconsidered by the supplier
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Qualifications – TO BE CLARIFIED (1/3)
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➢ When you click on the qualification request that was sent back, you can view the 

purchaser‘s message, revise the qualification questionnaire accordingly and 

respond to the purchaser‘s message

➢ Finally, save your entries, go to the data privacy statement and proceed in the 

same way as before when you were sending your qualification response for the 

first time 
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➢ In order to create further employees, please fill in the contact 

details under „Create Employee“ and be aware of the mandatory 

fields*

➢ As a final step, press the „Create“ button
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Qualifications – CREATE EMPLOYEE (1/4)
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➢ First of all, newly created employees have to be approved by the responsible 
purchaser

➢ Afterwards, roles can be assigned to the newly created employee sand the user details 
can be determined
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Qualifications – CREATE EMPLOYEE (2/4)

User manual // Corp. Purchasing Controlling & Processes



Confidential information for internal use only, subject to NDA.

➢ Depending on the roles you assign to your employees, the user surface of the 

employee‘s supplier portal can vary

➢ In the example below, the newly created employee is only allowed to maintain 

further employees as it can be concluded from the user surface:

➢ The following employee roles can be selected:
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Qualifications – CREATE EMPLOYEE (3/4)
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➢ Furthermore, you can determine what kind of e-mail notifications newly created 

employees are supposed to receive

➢ If newly created employees are not or only partly entitled to receive e-mail 

notifications about transactions in the system, these e-mail notifications will be 

sent to you as the original administrator

➢ The following e-mail notifications can be selected:
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➢ Under „List of Employees“ all the supplier‘s employees that have been 

created can be displayed

➢ By using the following symbols, employees can be locked     , unlocked     , 

deleted      and copied
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Qualifications – LIST OF EMPLOYEES (1/1)
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➢ Under „Own Data“ the employees‘ contact and user details can be 

edited

➢ Mandatory fields are marked with the red star symbol*

➢ When the data entries are complete, they have to be saved and can be displayed
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Qualifications – OWN DATA (1/2)
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➢ Under „Attachments“ you can upload various files by browsing 
through your folders and adding the attachment

➢ All data types (up to 40 MB), except for .MSG, .XLSM, .DOCM 
and .EXE, are allowed

➢ You can select the folder in which the attachment should be 
saved for the purchaser if you use the corresponding dropdown 
menu

➢ Also add a suitable file description
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Company – ATTACHMENTS (1/1)
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➢ Under „Company Data“ your supplier data can be edited such as your 

address and communication details. Be aware of the mandatory fields*

➢ After the editing process, your supplier data can be saved and displayed

➢ Please confirm the actuality of your data once a year
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Qualifications – COMPANY DATA (1/2)

User manual // Corp. Purchasing Controlling & Processes



Confidential information for internal use only, subject to NDA. 26

CORPORATE SERVICES

Qualifications – COMPANY DATA (2/2)

User manual // Corp. Purchasing Controlling & Processes



Confidential information for internal use only, subject to NDA.

➢ Please upload certificates via the following symbol      in the 
corresponding certificate category (environmental management and 
quality management).

➢ All data types (up to 40 MB) are allowed, except for .MSG, .XLSM, . DOCM and 
.EXE

➢ Certificates that have been uploaded by the supplier in the context of the supplier 
qualification will also appear under this category

➢ The certificate status indicates the certificate validity 
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➢ Browse your files, select the corresponding certificate and press the 
„Upload Certificate“ button

➢ Do not forget to fill in the mandatory fields „Certificate Name“ and the 
validity of your certificate (with the help of the calendar function via the 
following     symbol)

➢ One day before your certificates are about to expire, a reminder will be 
sent to you demanding a renewal of the certificates
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User manual // Corp. Purchasing Controlling & Processes



Confidential information for internal use only, subject to NDA.

➢ Measures and activities support the mutual communication and the 

distribution of tasks between supplier and purchaser

➢ Measures and activities will be created and defined by the responsible purchaser

➢ Several activities can be assigned to each measure; the suppliers‘ task is to edit 

the activities later on

➢ Activities represent individual tasks that have to be carried out in order to 

complete a measure

➢ Project-related attachments can be uploaded; all data types(up to 40 MB) are 

allowed, except for .MSG, .XLSM, .DOCM and .EXE
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Qualifications – MEASURES AND ACTIVITIES (1/3)
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➢ In order to enter a comment, the “Edit” Mode has to be chosen. As a next step, the 

button “Display” has to be pressed and the following view will pop open:

➢ Now, comments can be entered manually in the row that is marked in the view on 

the right. As a next step, the letter symbol has to be pressed.

➢ Consequently, the message to the purchaser will appear in the window. Comments 

that have been entered by the purchaser, will also appear in this view 
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Qualifications – MEASURES AND ACTIVITIES (3/3)
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